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Enter PM Name,


Project Manager
      
Your address
Meeting Agenda

Prepared by: Enter PM Name
Date: 

Time:  

Conference No.    

Pass Code: 
· Introductions and Attendance

· Brief re-cap of previous meeting and minutes

· Report on Project Percent Complete & Status of scheduled Milestones

· Review status and record updates for action items, issues and risks.

· Discuss scope changes [if applicable]

· New Business

· Next Steps

· Final Q&A

· Schedule next meeting
Your Company Attendees
	Name
	Title
	Department

	
	
	eServices Delivery

	
	
	Sales Team 

	
	
	Customer Provisioning 

	
	
	Engineering/Data Center

	
	
	Customer Care/Premier Care

	
	
	Tier III – UNIX/NT

	
	
	Tier II 

	
	
	VPN

	
	
	Site Patrol 

	
	
	Oracle DBA

	
	
	Managed Applications 

	
	
	Engineering


Customer Attendees

	Name
	Title
	Department

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Accomplishments Since Last Report 

(Deliverables completed, milestones attained, decisions made, issues resolved, etc.)
(
(
(
(
Project Schedule Status 

(Copy and paste the major milestones from MS Project , developed earlier per Work Instruction  # 3, by filtering for customer or selecting those that you would like to report on, [use the snapshot feature to save as a gif file] and paste into  this document directly.) 
Insert MS Project summary level jpeg here
Comments

	Miscellaneous comments, public praise for extra effort, announcements, upcoming activities, or any new issues that need to be addressed.


	


Issues and Action Items Matrix

Double click on the spreadsheet below to launch excel and enter your data directly into this template.  For items entered where a risk is found, use the Risk Register on the next page to record mitigation strategy-status-etc.  Please note that this matrix and all of its columns are required.
Insert Action Log here – if possible with URL link
Risk Register
Note: Impact could affect schedule, scope or budget.  Use the action items spreadsheet in the previous page to track action items related to Risk.  This table should be used to track all the Risk Events that were identified. Refer to Risk Management Checklist for initial data and updates – also see Work Instruction #2 Risk Management.  

Insert Risk Register here – if possible with URL link
Scope Change Record 

This table should be used to record all Scope Change requests.  Actions taken should be tracked in the action items spreadsheet.  If there are any risks associated with a scope change- record them in the Risk Register.  Please refer to Work Instruction #15 for access to the Scope Change Form and additional details on our Scope Change policy. [Scope change procedures should be covered with the client in the Kick-off Meeting]

Insert Scope Change Log – if possible with URL link
Help 

This is for reference and should be deleted before sending a Progress Report to the client.  

Scope change management discussion checklist – THIS IS FOR INTERNAL PURPOSES – NOT TO BE DISTRIBUTED TO THE CLIENT.
(This may be used to discuss scope changes during the Progress Meeting.- Also refer to Work Instruction#15 for process details and use the Scope change form located on the Tools Page under Scope Tools.) - PLEASE NOTE: If you would like to share this checklist with your client – make sure that all INTERNAL RISK/SCOPE RELATED items are deleted first.

Sample Scope Change Items: 
	ACTION ITEMS
	Yes
	No
	COMMENTS

	Have all the new requirements been gathered?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Have all the new requirements been documented?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Will the scope change require an addendum?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Will the scope change require a new Service Quotation?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	If additional Implementation Services’ hours are required, has this been addressed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	If QRT is not required, are any other pre-approvals required (i.e. LOB)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Has a revised architecture been developed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Is the architecture’s BOM complete?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Have we identified and evaluated potential risk elements?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Should any third party deliverables or other dependencies be included in the schedule and/or the addendum or Service Quotation? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Have we evaluated the effect this will have on the schedule?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Has the schedule been rebaselined?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	If this project is part of a larger program, should the program schedule be rebaselined?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Does this scope change effect any performance requirements in the original Service Quotation?  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Are there any Launch Support issues that should be coordinated and discussed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 
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